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MARI NE CORPS ORDER 1326.5C

From Commandant of the Marine Corps
To: Di stribution List

Subj :  AUTOVATED ORDER WRI TI NG PROCESS ( AOWP)
Ref : (a) MCO P1000. 6F
(b) MCO P1080. 40A
(c) MCO P1900. 16E
(d) MCO P1080. 20M
Encl: (1) Sanple Pernmanent Change of Station Orders Report (PCSOR)

Report Required: Pernmanent Change of Station Orders
(Report Synbol EXEMPT), par. 6a(l)

1. Purpose. To publish instructions for issuing Permanent Change of

Station (PCS) orders through the Marine Corps Total Force System

Personnel Reporting Instructions Manual (MCTFSPRIM by neans of the

Automat ed Order Witing Process (AOAP).

2. Cancellation. MCO 1326.5B.

3. Background. PCS orders are issued via naval nessage, telephone (subject

to later confirmation) and the AOAP Per manent Change of Station Orders Report
(PCSOR) shown in enclosure (1). The AOAP was devel oped to neet the foll ow ng
obj ecti ves:

a. To prepare PCS orders using cost-effective automated data processing
procedures and equi prent.

b. To mininmze errors in preparation, processing, and distribution.

c. To transmit a large volune of PCS orders directly to the affected
conmands usi ng MCTFSPRI M as the host system

d. To provide a neans to ensure receipt of PCS orders in a tinely
manner .

e. To reduce mailing costs.

4. QOperation of the AOAP

a. Preparation and Transmission. When PCS initial orders, nodifications,
or cancell ations are necessary, staff agencies at Headquarters Marine Corps
prepare and submit diary entries (type transaction codes 010, 011, or 012,
coupled with a history statenent containing the text portion of the orders).




The diary entries are transmtted by batch systemto the DFAS (I nfornation
Technol ogy Directorate), Kansas City Center, Kansas Cty, M
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b. Receipt. The diary entries are edited and a date transaction (orders
transaction date) is entered into the individual's MCTFS record. The orders
are forwarded to the Regional Automated Service Centers (RASC)/Fi nanci al
Systens Activity (FSA) providing service to the Marine's present nonitored
conmmand (PMCC), future nonitored command (FMCC), internediate nonitored
conmand (I MCC), and those conmands designated as information addresses. Upon
recei pt at the RASC s, a PCSOR is produced and provided to the | ocal Manpower
I nformati on Systens Support O fice (MSSO which in turn distributes it to
t he Conmmand Reporting Unit Code (CRUC) activity. A CRUCis a reporting unit
t hat has been designated as the orders issuing activity for one or nore
nmoni t ored command codes (MCC). The PCSOR contains the followi ng types of
orders information:

(1) PCS Oders (initial).
(2) Mdification to PCS Orders.
(3) Cancellation of PCS Orders.

(4) Oders HQMC - basic data for orders that have been
f owar ded by ot her correspondence.

c. Command Processing. Upon receipt of the PCSOR the CRUC has the
responsibility to pronptly issue, nodify, or cancel PCS orders as directed in
the PCSOR. Orders generated via the AOANP constitute original orders and are
valid wthout signature of the CMC. Normally, PCS orders will be issued
using a copy of the PCSOR stanped "ORI G NAL ORDERS' and an appropriate
endorsenent. These orders are subject to all conditions contained in the
exi sting Marine Corps directives applicable to PCS orders, including
reference (a). The CRUC, upon receipt of a PCSOR, is required to submit a UD
statement acknow edgi ng recei pt of the orders data appearing in the "ORDERS
| SSUED', " CORDERS MODI FI ED', or "ORDERS CANCELED' paragraphs that appear in
"section 1 (PCS ORDERS FOR PERSONNEL YOUR COWVVAND) of the PCSOR  No
acknow edgnent is required for orders appearing in remining sections of the
report. Appropriate diary entries and instructions are included in reference
(b). Initial notification of orders data will appear on part 3, of the
On-Line Diary Feedback Report (DFR) of the individual's reporting unit code
(RUC). The Marine concerned will be notified inmediately of forthcom ng PCS
orders.

d. System Audits

(1) Progranms at DFAS-KCC/ Kansas City, MO nonitor the status of all
PCS orders forwarded by Headquarters Marine Corps. Orders that have not been
acknow edged are maintained in the AONP Hold File. |If no acknow edgment has



been received fromthe CRUC, advisory nessages and a retransm ssion of the
PCSCs will be generated 21 days after the orders have posted in the system
Anot her advi sory nmessage and a retransni ssion of the PCSCs will be forwarded
to the CRUC, if no acknow edgnment is received after 42 days fromthe date the
orders have posted in the system

(2) Any initial orders or nodifications of orders still remaining on
the Hold File 60 days after the Estimated Date of Arrival (EDA) will be
del eted automatically.
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(3) Cancellation of orders will be cleared fromthe Hold File after
42 days fromthe date the orders have posted in the systemif acknow edgnent
has not been received. A system generated acknow edgnent will be forwarded

to the CRUC

(4) An advisory File nmessage will be forwarded to the CRUC, present
RUC, and the Headquarters Marine Corps issuing RUC indicating the orders have
been cleared fromthe Hold File due to separation.

(5) AOWP orders received nust be i mediately acknow edged on the
diary. The M SSO s have access to the Hold File and have the option to view
and nonitor a screen which shows all SSN s sorted by CRUC for which orders’
acknow edgnents are required.

(6) In those cases where PCS orders are supposed to have been issued
but the PCSCR has not been received, the CRUC should first contact their
| ocal M SSO and request review of the specific SSN on the Hold File. If
orders are resident on the Hold File, the M SSO can print the orders at their
local terminal and forward then to the CRUC. |If orders are not resident on
the Hold File, but the individual is supposed to be in receipt of orders, the
CRUC should initiate a nessage to the Commandant of the Marine Corps (MVEA-5,
MMOA, or MVBR), requesting that orders be forwarded by the nost expeditious
means. The Commandi ng General of the Personnel Reporting Jurisdiction
Conmmand (Attention: M SSO) nust be included as an information addressee in
the nmessage. The CRUC may al so request retransm ssion of the orders on the
di ary per par 5005 of reference (b). Retransmission orders will generate a
copy of all orders, including nodifications and cancell ations, that have not
been acknow edged.

e. Alternate Means. Alternate nmethods of PCS order witing (PCSO
nmessage, letter, etc.) will continue to be enployed when either the estimated
date of departure is less than 60 days fromthe date the orders are drafted
or when the orders are exenpt from AONP processing. Reference (a) and ot her
PCS directives are unchanged by this order.

5. Special Instructions for Overseas Commands Concerning Enlisted Marines

a. A Marine appearing on the AONP PCSOR with a FMCC of W95 (ordered
hone) may, according to the records of the Headquarters, be eligible for



rel ease fromactive duty upon arrival in the Continental United States
(CONUS) per paragraph 1006 of reference (c). Upon determination of the
Marine's eligibility and recei pt of signed consent for early rel ease, the
transferring command will issue orders to reflect MCC VU5 (RELACDU). If a
Mari ne has been assigned an FMCC ot her than W5 and the conmand det er m nes
that he is eligible for release fromactive duty upon arrival in CONUS, then
t he detaching comand is authorized to nodify the orders to reflect MCC W5
provi ded that, when appropriate, the individual in question subnts a signed
consent for early release statenent as required by reference (c), and the
Conmandant of the Marine Corps (MVEA) is notified of the notification

b. Detaching conmands are authorized to transfer Marines for whom no
assi gnment has been received so as to ensure their arrival in CONUS within
the prescribed tour Iength. The designated PMCC will be W99 (en route
CONUS - destination unknown), unless the individual's expiration of
active service (EAS) is such as to warrant assignnent to MCC W5
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c. Transferring commands will expeditiously notify the Commandant of the

Mari ne Corps (MVEA) of all Marines who have been assigned to MCC VW5 in AOAP
PCS orders and are not eligible or do not desire release fromactive duty.
Addi tionally, Marines who have not been issued W5 orders but are determ ned
to be eligible for, and desire, early release will be reported.

d. Marines who receive AOAP PCS Orders, but who are not available for
reassi gnnent due to hospitalization, confinenent, or any other valid reason
will be reported to the Commandant of the Marine Corps (MVEA) as soon as the
exception beconmes apparent. Conmanders will ensure that the notification
i nclude the reason for non-availability and the FMCC of each Marine so they
will be kept informed about the status changes for Marines ordered into their
conmand. Upon receipt of this information at this Headquarters, assignnent
orders will be nodified or canceled. |Individual commands will notify the
Conmandant of the Marine Corps (MVEA) when the Marine is available for
assignment. The nanmes of Marines who have been granted extensions of their
overseas tour will not be subnitted.

e. Detaching commands will establish a systemto ensure that Marines
recei ve PCS orders conmensurate with their rotation tour date (RTD). A
nmessage report of all those not in receipt of PCS orders by 60 days from RTD
will be subnmitted to the Conmmandant of the Marine Corps (MVEA). The nessage
report will include nanme, grade, SSN MOS, EAS, and hone of record or
dependents' | ocation, as appropriate. Wen listing the home of record or
| ocation of dependents, the state codes in chapter 2 of reference (d), or, if
appl i cabl e, the geo-location codes contained in chapter 1 of reference (d)
will be used. Commands will not subnmit requests for the status of those
i ndividuals until at |east 15 days after subm ssion of the subject report.

6. Action

a. Headquarters Marine Corps




(1) Personnel Managenent Division (CMC (MV))

(a) Issue PCS orders per Marine Corps requirenments.

(b) Ensure tinely entry of PCS orders nodifications and
cancel |l ations into MCTFS

(c) As AOWP sponsor, periodically review procedures, policies, and
conventions governi ng processing of PCS orders. Continuously eval uate
processi ng of PCS orders by field commands. Report processing problens to
the AOWP functional nanager.

(2) Manpower Managenent |nformation Systenms Division (CMC (M))

(a) As AOWP functional nanager, establish and maintain quality
control measures to ensure efficient and effective operation of the PCS
Aut omat ed Order Witing Process per design specifications.

(b) Provide liaison function for AOAP sponsor to ensure effective
systenms mai ntenance wi thin the MCTFS.
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b. Commandi ng Generals, Personnel Reporting Jurisdiction Commands

(1) Provide commanders with the PCSOR in the format of enclosure (1).
The reporting requirement is EXEMPT fromreports control and requires no
report symnbol .

(2) Report discrepancies in the PCSOR to the Commandant of the Marine
Corps (MVEA-5, MMOA, or MVBR)

(3) Ensure that the Oficer in Charge, M SSO establishes liaison with
appropriate commanders and orders issuing activities to furnish any hel p that
may be required to ensure tinmely entry of appropriate MCTFS diary entries,
such as reporting acknow edgnents and i ssuance of PCS orders, nodifications
or cancell ations, as appropriate.

c. Al Conmandi ng CGeneral s/ Commandi ng Officers

(1) Establish procedures to pronptly issue PCS orders, nodifications,
or cancellations.

(2) Establish procedures to ensure that CRUCs acknow edge by diary
entry all AOAP issuances, nodifications, or cancellations that have been
recei ved for personnel in their conmand, except those ending with '2700
in the reference (PCSO s sent/nodified/ cancell ed by separate correspondence).

(3) Notify individuals concerned of PCSO i nmedi ately.



d. Records Disposition

(1) Maintain paper record copies of PCS orders to include al
nodi fications, and cancellations. Retention period: destroy when 2 years
ol d.

7. Reserve Applicability. This Order is not applicable to the Marine Corps
Reserve.

-

R M FLANAGAN
By direction

DI STRI BUTI ON:  PCN 10201100300
Copy to: 7000110(55)

8145005( 2)
70000144/ 8145001( 1)
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SAMPLE PERMANENT CHANCE OF STATI ON ORDERS REPORT ( PCSCR)
THI S REPORT CONSTI TUTES AUTHORI TY FOR EFFECTI NG PERVANENT CHANGE OF STATI ON
OR MODI FI CATI ON OR CANCELLATI ON THERETO PER | NSTRUCTI ON CONTAI NED | N MCO
P1000. 6F. UPON RECEI PT, COMVANDERS AUTHORI ZED TO EFFECT PCS W LL UTI LI ZE
THI S REPORT AS ORI G NAL ORDERS AND PREPARE ENDORSEMENTS ACCORDI NGLY
PMCC/ CRUC 30002
PCS CORDERS | NFORMATI ON FOR PERSONNEL YOUR COMMAND
ORDERS | SSUED
LAST NAME INT SSN PMOS GRADE SEL GRADE CRUC
SI GALA- CRUZ HA 012- 34-5678 0193 SSGr
ORI G BY RUC 54835 REF 199811012100 EAS 20010318 SEX M DUR 990401 TR SNM
DI R PROREP "1ST MARI NE DI VI SI ON CAMPEN CA" MCC 121 FOR DU. TRAVCHAR MCO

P7301. 104 PAR 1007. MCO 11101.61_ APPLIES. | NFO REGARDI NG FIN, MED & PER
ASST CAN BE OBTAI NED FR REG FAM SVC CTR. CALL TOLL FREE 800-336-4663 EAST OF



THE M SSI SSI PPl (LESS W) OR 800- 854-2131 WEST OF THE M SSI SSI PPl (| NCLUDI NG
W).

ORDERS MODI FI ED
ARAGONC!I LLO LA 123-45-6789 0193 GYSGT
ORI G BY RUC 54835 REF 199811012130 EAS 19991011 SEX M PCSO ORI G BY
RUC 54835 REF 199809222100 MOD | NDC DI R PROREP MAG 49 W LLOW GROVE PA MCC (A2
FOR DU. PROVMAI N.
ORDERS CANCELLED
WEEKES DR 234-56-7890 4066 CPL

ORI G BY 54836 REF 199810312100 EAS 20010331 SEX M PCSO FOR SNM ORI G BY
RUC 54836 REF 199810312100 REVO.

PERSONNEL ENROUTE YOUR COMVAND FOR TEMPORARY DUTY
( SAME FORVAT AS ABOVE)

PERSONNEL ENROUTE YOUR COMVAND FOR DUTY
( SAME FORVAT AS ABOVE)

PERSONNEL | N RECEI PT ORDERS; | NFORMATI ON
( SAME FORVAT AS ABOVE)

ENCLOSURE ( 1)



